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Chapter 1. General Overview

1.1 Overview

1.1.1 This NPR sets forth general principles, standards, policies, and procedures to assure compliance with statutory
and regulatory requirements for the pay, leave, and allowances of National Aeronautics and Space Administration
(NASA) employees. Subjects cover supplement existing regulations by complementing Office of Management and
Budget (OMB), Office of Personnel Management (OPM), Government Accountability Office (GAQO), Treasury
regulation, and other authorities as cited in the Authorities and References Section.

1.2 Roles and Responsibilities
1.2.1 Agency Deputy Chief Financial Officer (DCFO) shall:

a. Approve the use of any payroll processing and related system to assure it will perform the payroll functions
consistent with and as needed for the financial process of NASA. Responsibility of the Center DCFO is to ensuring
the financial integrity of NASA payroll information for uses by the NASA Core Financial System so that agency
financial reporting fairly represents the financial position of NASA.

b. Ensure any outsourcing arrangement for payroll processing includes provision for an annual audit consistent with
SAS 70.

c. Ensure funds certifications are required before payroll processing to check for the availability of funds for payroll
disbursements.

d. Ensure the payroll process is designed to meet the financial objectives of payroll including timely updates in form
and content consistent with NASA financial accounting and financial information needs including full cost
management.

e. Ensure appropriate reconciliation processes are designed so that updates to NASA financial systems are
consistent with source data.

f. Be apprised of the results of audits and reviews of payroll processing and assure corrective action is appropriately
taken.

g. Ensure the payroll process is designed to meet the management objectives of payroll

h. Require employees to use Electronic Funds Transfer (EFT) for net pay deposits in their bank or seek a waiver
from the servicing HR organization.

1.2.2 The Quality Assurance Office shall:

a. Implement a process to assure internal reviews of time and attendance accuracy have been conducted.
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b. Implement a process to assure appropriate audit views have been conducted by a party independent of the payroll
processing systems. Including the reviews of the accuracy of data interfaced to and from payroll processing system
to other systems within NASA and data supplied directly from the payroll system outside of NASA.

c. Implement a process to assure appropriate reviews, reconciliations, and adherences to internal control have been
observed.

1.2.3 NASA Human Resources (HR) shall:

a. Approve the use of any payroll processing system to assure it will perform the payroll function consistent with
rules, regulations, record retention, and processes needed for the pay, benefit, and tax administration of the NASA
workforce.

b. Maintain employee personnel and other payroll document as necessary.

c. Ensure provisions are made for the process, use and maintenance of workforce data for information on NASA's
workforce.

d. Enter, process, and update Standard Forms SF 50 and SF 52.

e. Be responsible for HR specific systems such as the Workforce Integrated Management System (WIMS) including
operation of interfaces to and from the payroll processing system to HR specific systems.

f. Ensure availability of queries and inquiries of personnel and payroll data for NASA employees.

g. Ensure effective reporting of personnel data concerning workforce functions, staff planning, and staff budgeting.
h. Manage the new hire accession processes.

i. Perform benefits administration and update responsibility for benefits not handled through Employee Express.

j- Ensure a process is available for tax changes, address changes and direct deposit functions for new employees
and for those not handled in Employee Express.

k. Ensure the processing of benefit administration and other actions handled through Employee Express are correct.

1.2.4 Organizations in this section shall work closely together to assure an accurate and effective payroll operation.
Individual roles and responsibilities may change between organizations due to operational considerations including
reorganizations.

1.2.4.1 NASA Center, NASA Shared Services Center (NSSC), and Headquarters Payroll Offices shall:

a. Process Center, NSSC, or Headquarters bi-weekly payroll data in coordination with the NASA Shared Services
Payroll Office (NPO).

b. Perform the payroll combined Federal campaign and Center-level (detail employee level) Web-based Time and
Attendance Distribution System (Web TADS) function.

c. Ensure Labor Distribution Codes are included and being updated by employees in the Time and Attendance (T&A)
process.

d. Analyze, sort and segregate documents to facilitate data entry through input terminals.
e. Correct errors or contact submitting office or employee to obtain information necessary to correct errors detected.
f. Maintain payroll files and documents specific to bi-weekly payroll.

g. Arrange queries and inquiries of personnel and payroll data access for Center, NSSC, and Headquarters
employees.

h. Process tax changes, address changes and direct deposit functions for new employees and for those not handled
in Employee Express as needed

1.2.4.2 NASA NPO shall:

a. Maintain the liaison with each NASA payroll office including the collection of the inputs from T&A processing.

b. Correct errors or contact submitting office or employee to obtain information necessary to correct errors detected.
c. Provide technical support and direction for payroll electronic processing related systems and activities.

d. Maintain employee and payroll report files and other payroll document files as necessary.

e. Resolve processing problems with Department of Interior (DOI) and throughout NASA.

f. Examine all T&A data and all other documents or data input affecting an employee's pay and deductions for
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completeness, certification, and approval.

g. Examine the results of payroll processing for consistency with the policies and procedures in this NPR.
h. Oversee data processing through Web TADS and DOI Federal Personnel and Payment System (FPPS).
i. Coordinate with Centers, the Competency Center, and DOI for payroll processing related activities.
1.2.4.3 NASA Competency Center shall:

a. Be responsible for accuracy of update and operation of WebTADS for Time and Attendance Processing.
b. Transfer payroll files to and from DOI FPPS and to Centers.

c¢. Maintain employee and payroll report files and other payroll document files as necessary.

d. Be responsible for operation, scheduling updates, and insuring accuracy of interfaces with the Labor Distribution
System and the Core Financial System.

e. Ensure the payroll as processed is accurately updated into the Core Financial System and in agreement with the
payroll processing system data.

f. Review reconciliations between the payroll processing system, WebTADS, the Agency Labor Distribution System
(ALDS), Core Financial System, Centers and assure corrections are made as appropriate.

g. Maintain liaison with the DOI payroll processing office for NASA including the provision for handling NASA's
payroll data.

h. Provide agency wide technical payroll support.

i. Import the payroll labor cost file into the Agency's labor system for Centers review reconciliation of labor cost
distribution.

j- Be responsible for accuracy of update and operation of the Labor Distribution System.
1.2.4.4 Center Labor Analysts shall:

a. Maintain end and start dates for valid charge codes within WebTADS.

b. Process payroll data into the NASA's ALDS.

c. Post payroll data into NASA's Core Financial System.

d. Coordinate operation, scheduling updates, and efforts to ensure the accuracy of interfaces with the Labor
Distribution System and the Core Financial System with the NASA Competency Center.

e. Review and conduct reconciliations between the payroll processing system, WebTADS, the ALDS, and Core
Financial System to ensure corrections are made as appropriate.

f. Coordinate with the NASA Competency Center to ensure the payroll as processed is accurately updated into the
Core Financial System and in agreement with the payroll processing system data.

g. Coordinate with the NASA Competency Center and Resource Office to resolve funds certification issues during
ALDS processing.

h. Coordinate with the NASA Competency Center to run data diagnosis for payroll data to ensure appropriate update
in the payroll processing system.

i. Work with the NASA Competency Center for payroll balancing issues.

j- Review reconciliations between the payroll processing system, WebTADS, ALDS, and Core Financial System
(SAP) and assure corrections are made as appropriate.

1.2.5 NASA Employees shall:

a. Use Employee Express updates for most deductions and benefits.
b. Request employee verification through The Work Number system.
c. Record T&A accurately through WebTADS.

d. If supervisory employees:

(1) Certify employee's T&A usage through WebTADS.

(2) Certify the consistent use and accuracy of labor distribution codes.
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1.2.6 Department of Interior (DOI). Through a cross-servicing arrangement DOI serves as the payroll provider for
NASA, as well as, for system creation of SF 52/SF 50 personnel actions. DOI provides substantially all the payroll
services including: pay and benefit calculation, electronic deposits, external reporting requirements, and meeting
disbursing requirements through Treasury for NASA by performing the following detail roles and responsibilities:

a. Maintaining adequate records to satisfy NASA's needs and assure compliance with Federal statutory and
regulatory requirements.

b. Providing correct data to Treasury regional disbursing offices and the Federal Reserve for issuing and delivering
checks and bonds.

c. ldentifying to Treasury regional disbursing officers, in writing, Designated Agents responsible for receipt and
delivery of checks and bonds.

d. Instituting adequate controls and facilities for safekeeping of checks and bonds.
e. Ensuring all payroll related data is promptly processed in accordance with established schedules.

f. Correcting errors or contacting submitting office or employee to obtain information necessary to correct errors
detected.

g. Maintaining controls over automated payroll processes.

h. Maintaining employee and payroll report files and other payroll document files as necessary to support all pay
actions.

i. Making supplemental payments when necessary by preparing a separate SF 1166, Voucher and Schedule of
Payments.

j- Providing documentation to OPM to support retirement actions.

k. Reconciling total of net pay, deductions, and employer's contributions with the grand total charged to the
appropriation on SF 1166.

|. Submitting tax reports to Federal, State, and local authorities.

m. Accounting for and reporting to employee organizations the amount of dues deducted by employee and the total
amount remitted.

n. Verifying the SF 1166 is certified by an authorized certifying officer before transmission to the Department of the
Treasury Disbursing Officer.

0. Accounting for U.S. Savings Bonds, Series EE and |, deductions and arrangements for Federal Reserve issuance
of bonds.

p. Determining based on SF 1150, Record of Leave Data, the amount of leave an employee has to his or her credit.
See NASA Financial Procedural Requirements (NPR), 9620.1, Chapter 4, "Leave."

g. Maintaining individual retirement records of service history and fiscal record for Civil Service Retirement System
(CSRS) and Federal Employees Retirement System (FERS) employees and quarterly reconcile retirement accounts.

r. Preparing annual Summary Retirement Fund Transactions for CSRS and FERS.
s. Processing and calculating all payroll transactions including:
(1) Transmission of payments by Electronic Funds Transfer (EFT) to the extent possible.

(2) Transmission and receipt of the payroll data through electronic interfaces to and from NASA systems including
financial, accounting, and personnel systems.

(3) Performing all debt management functions involving NASA personnel payroll administration including
cross-servicing arrangements with Treasury, salary overpayment, debt collection, and reporting, and garnishments
and legal actions.

t. Providing a system for entering and processing SF 52/SF 50 personnel actions and interfacing the data for payroll
processing and pass back to NASA financial, accounting, and personnel systems.

u. Performing the payroll account maintenance and accounting function through T&A collection and editing, Labor
Distribution processing as defined by NASA, leave and pay processing and maintaining auditing and research
capabilities for payroll data.

v. Processing payroll for NASA consistent with rules, regulations, and parameters set by OPM.
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w. Establishing an annual requirement for an independent party to conduct an audit consistent with SAS 70 to
provide assurance of the processing and maintenance of NASA payroll data.

x. Working with NASA employees and the NASA Shared Services Center NPO to correct errors and perform
necessary related functions for payroll and human resources.

1.2.7 Office of Personnel Management (OPM).

a. Develops and maintains Government wide regulations and policies on pay administration for NASA and other
agencies.

b. Maintains policies and records with all the details needed for pay administration including: basic pay setting,
locality pay, special salary rates, back pay, pay limitations, premium pay, grade and pay retention, severance pay,
recruitment and relocation bonuses, retention allowances, and cost-of-living allowances (COLA).

c. Provides Governmentwide leadership on the administration of Federal leave policies and programs including the
Family and Medical Leave Act, family-friendly leave policies, Federal leave sharing programs, annual leave, sick
leave, and time off for special circumstances.

d. Provides Governmentwide leadership on the administration of Federal benefit programs including retirement,
health, life insurance, long term care insurance, and flexible spending accounts.

e. Provides policy leadership and expertise on all NASA pay programs for Federal employees, including the General
Schedule (GS).

f. Issues and maintains the Guide to Processing Personnel Actions
1.3 Internal Control

1.3.1 Internal control procedures (see NPR 9010.3, Internal Management Controls) will be under constant
surveillance by the Agency DCFO, NSSC Payroll Office, Competency Center, Office of Quality Assurance, and
others with payroll-related responsibilities to ensure they are effective. Internal controls over payroll operations
include, but are not limited to, the following:

a. Separation of duties is required in performance of the activities listed below. Where the size of the organization
does not permit separation of these duties, the most effective separation feasible under the circumstances must be
provided. In any case, item (A) must always be separate from the other duties:

(1) Authorization of pay and entitlements;

(2) Certification of payments;

(3) Payroll computation;

(4) Recording of payroll data in accounts;

(5) Distribution of pay;

(6) Review of payroll transactions;

(7) Automated system development;

(8) System testing;

(9) System implementation; and,

(10) System maintenance.

b. The following must be restricted to authorized personnel:

(1) Access to personnel, payroll, and disbursement records or data files;
(2) Access to forms used in authorizing special entitlements, allowances, and pay rates; and,
(3) Payroll processing equipment and related software.

c. Wherever feasible, employees engaged in payroll activities must not maintain or provide service for their own
payroll and personnel records. Where the size of an office is so small that this is not feasible, employees may only
maintain and provide service for their own routine deductions through Employee Express, such as withholding
exemptions for Federal, State and local tax purposes, and voluntary allotments.

d. To detect inappropriate data at the earliest time and to the extent practical, data entered into automated payroll
systems must be subjected to computerized edits when entered. Data elements not susceptible to such edits must
be edited at the earliest practical time. Inappropriate data detected must be promptly investigated, corrected, and, if
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appropriate, reprocessed. A record of such data, its originator, and its disposition must be maintained.

e. To ensure that source documents processed are accurate, complete, and properly authorized, corrections and
other adjustments to official documents must be approved in writing or utilize the automated system adjustment
processes.

f. Internal management reviews must be performed to ensure that payroll operations are efficient, effective, and in
accordance with laws, regulations, and legal decisions.

g. In the case of service providers performing payroll services, audits consistent with the requirements of Statement
on Auditing Standards (SAS) No. 70, Service Organizations must be performed to ensure that payroll operations are
efficient, effective, and in accordance with laws, regulations, and legal decisions.
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